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United States Disrict Court
Norther Digtrict of Ohio

Setting Up E-Mail Notification

Users can recelve e-mail notification of dl dectronic filingsin casesthey are interested in by

Setting the automatic e-mail notification in their user accounts.

Accessthe"Live' sygem. (Please note thet the "Live" dectronic filing system and the "Training
Ared' are different systems. Setting your e-mail notification in one system does not st it in the
other.)

Click on"Utilities"
Click on "Maintain Your Account"
Click on "Email Information”

Enter your correct email addressin the “Primary e-mail address’ box. Y ou may include more
than one e-mail address (i.e. work, home).

Under “Send the notices specified below”, there will bea ¢ next to “ to my primary e-mail
address.” Click on the box “to these additional addresses’ to identify any additiond email
addresses of others you would like to receive eectronic notice (i.e. an associate, para-legd,
secretary).

Youwill findav” next to “Send noticesin casesin which | aminvolved”. Click on the box
“Send notices in these additional cases’ to receive notification of activity for other cases. In
the box to the right, enter the case numbers each on a separate line. Please use the format

Y'Y -###H (ex. 97-1234). Y ou do not have to be a party in the cases entered.

Sdlect the type of notice you would like to receive. Notice “Send a notice for each filing” is
automaticaly sdlected. This selection sends notices to you immediately upon filing. Click on
“Send a Daily Summary Report” to have asummary of the notices sent to you at the end of
the day (usudly a midnight). If you seek ectronic notice in only a handful of cases, this
selection is the preferred method.

Under Format notices, select the format of the notice most appropriate to your e-mail system.
Select “html format for Netscape or ISP e-mail service” or “text format for cc: Malil,
GroupWise, other e-mail service.” Some experimentation may be required.

Click on “Return to Account Screen.” From the Account Screen, sdect “Submit.” Y ou will
receive a confirmation screen listing the cases and e-mail options you have sdected.



United States Disrict Court
Northern Digtrict of Ohio
Obtaining Written Opinions

Y ou can easlly obtain aligting of written opinionsissued by the Court after April 16, 2005, aswell as
copies of the documents themsalves, for free. Here's how.

1. Log into the Court’s CM/ECF system using either your CM/ECF or PACER account.

2. Click on Reports

3. If you have logged in using your CM/ECF account, you may be asked for your PACER

information here. Enter it.

Click on Written Opinions under Civil and Crimind Reports

5. The Written Opinions Report screen will provide you with avariety of sdection criteriato help
you fine tune your search including: Case Number, Name, Office, Nature of Suit, Case Type,
Cause, Case FHags, etc.). A screen shot is on the next page. Keep the default values for most of
the items as they are. Change only those values that will help you meet your needs.

»

In the following example, we will search for al Written Opinions entered from 5/13/2005 to

5/19/2005
a Sdlect an appropriate filing datarange. Enter aFiled date of “5/9/2000" and ato date
of “5/13/05".

C. Click Run Report.
6. The system will provide you with alist Written Opinions that meet the selection criteria.
Notes:
Written Opinions are defined by the Judicid Conference as as " any document issued by ajudge of the
court gtting in that capacity that sets forth a reasoned explanation for a court’s decison.” The

responghility for determining which documents meet this definition rests with the authoring judge

The Nature of Suit codes are taken from the Civil Cover Sheet. Y ou can seect more than one Nature
of Suit by holding down the contral (ctrl) key when you click on your sdections.

The Filed / to dates can be set for any range, but the system only identifies Written Opinions issued
April 16, 2005 and later.

While accessto Written Opinionsis now free, PACER fees till apply for other documents.
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United States Disrict Court
Northern Digtrict of Ohio

Cases by Case Category

Did you know that you can obtain alist of civil casesfiled in this Court by case category? It's easy.
Here show you do it.

Suppose you wanted to obtain alist of al pending I nsurance cases.

1 Log into the Court’s CM/ECF system using either your CM/ECF or PACER account.

2. Click on Reports

3. If you have logged in usng your CM/ECF account, you may be asked for your PACER

information here. Enter it.

Click on Civil Cases under Civil Reports

The Civil Cases Report screen will provide you with avariety of selection criteria (Office, Case

Type, Nature of Suit, Case Flags, Cause, etc.). A screen shot is on the next page. Keep the

default vaues for most of the items as they are. Change the following to meet your needs:

a Select the desired Nature of Suit. In thisexample, scroll down the Nature of Suit list
and highlight 110 (I nsurance).

b. Make sure the Open Cases check box is checked.

C. Sdlect an gppropriate filing datarange. For thisexample | will enter aFiled date of
“1/1/2000" and ato date of “5/19/05".

d. Click Run Report.

6. The system will provide you with aligt of the pending Insurance cases.

o s

Notes:

The Nature of Suit codes are taken from the Civil Cover Sheet. Y ou can seect more than one Nature
of Suit by holding down the contral (ctrl) key when you click on your sdections.

The Filed / to dates can be set for any range. The system has most cases going back to the early
1990s.

The system permits you to select Open Cases and/or Closed Cases by checking the appropriate
check box.

The amount of timeit takes to run the report is dependent upon a number of factors including your
seection criteriaand the number of users using the system.

Giveit atry.
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United States Disrict Court
Northern Digtrict of Ohio

Obtaining a List of Documents Filed by Date Range and/or Case Category
using the
Docket Activity Report

The Docket Activity Report can help you obtain alist of documents filed with the Court for any day, or
during any date range, with convenient links to the documents themsalves. Y ou can even narrow your
search to documents filed in a specific case or category of cases, such as Patent cases. Here' s how to
doit. (Note that applicable PACER charges apply.)

Suppose you want to obtain alist of the documents filed from May 23rd to May 24th of 2005:

1 Log into the Court’s CM/ECF system using either your CM/ECF or PACER account.
2. Click on Reports
3. If you have logged in usng your CM/ECF account, you may be asked for your PACER
information here. Enter it.
Click on Docket Activity
The Docket Activity Report screen will provide you with a variety of sdection criteria (Case
number, Office, Case Type, Event Category, Case Flags, etc.). A screen shot attached. Keep
the default values for most of the items as they are. Change only the items necessary to narrow
the focus to the cases you want. In this example, only the date range needs to be dtered.
a To obtain the cases filed on May 23-24, 2005 change the dates to read:

“Entered between 5/23/2005 and 5/24/2005"
b. Click Run Report.
6. The system will provide you with alist of the documents entered into the system on those dates.

o s

Notes: You can focus your search on asingle case (just enter the case number) or a particular case
category (select the gppropriate Case Category flag). Y ou can select more than one Case Category by
holding down the control (ctrl) key when you click on your sdections. The Case Category flag codes
are;

CATO1 Admirdty CATO08 Persond Injury

CATO02 Antitrust CATQ9 Adminidrative (Socid Security)
CATO3 Civil Rights CAT10 Tax

CATM Contract CAT11 Copyright / Trademark
CATO05 Habeas Corpus CATI12 Generd Civil

CATO06 Labor Relations CAT13 Degth Pendty

CATO7 Patent

Thetimeit takes to run the report is dependent upon your sdection criteria and the number of users on
the system. Experiment with whichever search criteriameet your needs.
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United States Disrict Court
Northern Digtrict of Ohio
Turning the CM/ECF Document Header s Off/On

The CM/ECF software alows case number, document number, date filed and page number to be
displayed in a header on PDF document pages. The origind PDF documents filed with the Court will
not be dtered in any way; ingtead, the case information will be generated at the time the document is
accessed for viewing and/or printing, and affixed to the top of the document pages.

Y ou can eadly turn the PDF Document header feature off if you do not want headers to be displayed
on documents you view or print. Hereis how.

1 Log into the Court's CM/ECF system using your CM/ECF account.

2. Click on Utilities

3. Click on Mantain Y our Account

4. Desdect the Add Headers to PDF Documents check box.

5. Click Submit button.

6. Click Submit button.

If you wish to turn the PDF document header feature back on, smply follow steps one through three
above, resdlect the Add Headers to PDF Documents check box and follow steps five and six.
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